City of Fresno 140004

SUPERVISING BUYER

Class Definition

Under direction, supervisesthe day-to-day activitiesof the centralized purchasing program for the City of Fresno.

Distinguishing Characteristics

Superviang Buyer isa firg-line supervisory class assgned to the Purchasing Division of the Personne Services
Department. Incumbents supervisethework of personnd engaged in activitiesrel ated to the centraized purchase,
rental and lease of materids, supplies, services and equipment for use by City departments and the bidding of
public works projects. Thisclassis disinguished from Purchasing Manager in that the incumbent of the latter
directs the overdl operation of the Purchasng Divison. It isdistinguished from Senior Buyer in that the latter is
the advanced working/lead level classinwhich incumbents perform the more difficult and/or complex assgnments
and do not have full supervisory responsibility.

Typical Tasks

(Thisligis nether indusive nor exclusve. Consequently, thisinformation may not reflect Essentid Functionsfor
this class)

Participatesin developing and implementing gods, policiesand prioritiesfor purchasing activities and operations.

Supervises and participatesin thework involved in processing purchase orders, requisitions, bids, and contracts,
soliciting quotations, placing and expediting orders, and keeping records.

Evauates the work of subordinate purchasing staff; meets with saff to identify and resolve problems; counsels
employees to correct deficiencies;, recommends disciplinary actions.

Prepares complex bid specificationsand makes bid recommendations, reviews specifications prepared by others.

Assgs City departments with procurement needs by providing information on prices, products, materias and
SEIVices.

Consolidates City*s needs to maximize consgstent and cost effective operations, ensures purchasing practicesare
in compliance with legd, professiona and City Charter requirements.

Maintains responsible business relations with vendors, keeps informed of new products and services, market
conditions, and current prices,; evauates vendor performances.

Provides for and/or participatesin gaff training.
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Participates in the development and adminigration of the division budget.
Performs other duties as assgned.

Knowledge, Abilities and Skills

K nowledge of modern and complex principles, practices, methodsand legd requirementsof municipa purchasing,
including competitive bidding procedures.

Knowledge of the principles and practices of effective employee supervison, including selection, training, work
evaudion and discipline.

Knowledge of pertinent federd, stateand local |aws, codes and regulations, including minority busnessenterprise
regulations.

Knowledge of current market conditions, trends and sources of supply, commodity markets, marketing practices
and commodity pricing methods.

Knowledge of the principles of municipa budget preparation and adminigtration.

Ability to supervise, train and evauate professond and technica personnd.

Ability to plan and schedule buying activities for the greetest economy, efficiency and service.
Ability to prepare accurate and legally correct specifications and contracts.

Ability to andyze complex problems, evauate aternatives and make creative recommendations.
Ability to exercise sound independent judgment within generd policy guiddines.

Abilityto prepare clear and concise records, reports, correspondence and other written materials and make clear
ora presentations.

Ability to establish and maintain effective working relationships with those contacted in the course of work,
including City officids, vendors and generd public.
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Minimum Qualifications

Graduation from an accredited college or university with a Bachdor*s Degree in Business Adminigration,
Public Adminigration, or closely related field; and three years of experience in the procurement of supplies,
equipment and services which included, or is supplemented by, one year of lead supervisory experience.
Additiond qudifying experience may be subdtituted for the required education on a year-for-year bass.

Necessary Special Requirement

Possession of avalid Cdifornia Driver*s License at time of gppointment.
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